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C. ENROLLMENT MANAGER USER GUIDE CONTENT & INSTRUCTIONS

1. OVERVIEW

The purpose of this document is to provide information and tutorials on how to use Enrollment Manager (EM), the system for inputting and editing student
enrollments. Within Enrollment Manager, School Certifying Officials (SCOs) can do the following:

Create student records

Associate a student with a facility

View student information

Submit student certifications

Addnotes to a studentefrdlmentr of il e and to their

=A =4 =4 -4 =4

Please note that all information contained in this manual is based on fictitious names, Social Security numbers, and other personally identifiable information. The
Enrollment Manager User Guide is a general reference guide.

ENROLLMENT MANAGER

Enroliment Manager is the modernized platform for School Certifying Officials, replacing VA-Online Certification of Enroliment (VA-ONCE) functionality, used to
create and view student information. EM provides the same core functions of VA-ONCE and its new sustainable increase efficiency.

VA EDUCATION PLATFORM

The VA Education Platform is the log-in page for external users to gain access to VA systems, such as Enrollment Manager, through an approved authentication
method (ID.me or Login.gov). This authentication provides an additional layer of security to keep all personal information safe and provides a Single Sign On
experience, where one set of user credentials provides access to multiple platforms (AskVA, Enrollment Manager, etc.).

Q EDUCATION SERVICE
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VA EDUCATION PLATFORM PORTAL

Once properly authenticated through ID.me or Login.gov, School Certifying Officials will utilize the VA Education Platform Portal to access Enrollment Manager.
The VA Education Platform Portal is where VA manages the Digital Gl Bill® applications in one place and is where access to Digital GI® Bill applications is
managed by both VA and by SCOs.

When logging in to Enroliment Manager for the first time, SCOs will need to follow one of the below actions to gain access.

1 Gain first-time access through legacy VA-ONCE credentials
1 Request access through ELR
1 Request access as an Assistant or School Certifying Official Read Only

When access is granted using the previously mentioned methods, users will then be able to manage access requests from Assistants and School Certifying
Officials Read Only users, and manage facilities as a School Certifying Officials within the VA Education Platform Portal. Additionally, one access is granted, SCOs
will be able to log into and use all functionalities available in Enrollment Manager from the VA Education Platform Portal.

0 EDUCATION SERVICE
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DEFINITIONS

There is updated terminology used throughout the Enrollment Manager platform. Listed below are the updated terms with corresponding definitions found in

Enrollment Manager.

New Term

Amendment

New Term Definition

Any change made to an enrollment after it is submitted

Assistant (SCO Assistant,
Certifying Official Assistant,
School Certifying Official
Assistant)

The Assistants have limited access such as View Bio, Certs, VA Data, Log, History tabs; Edit Bio, Certs, and Log
tabs; and delete unsubmitted certs. It will be associated with only one Facility Code. School Certifying Official
assistants must have their work reviewed before they can submit it to VA

School Certifying Official Read
Only (Read-only Users, Read
Only SCO, SCO Read Only, Read
Only Certifying Official)

Users who will not be able to submit/change enroliments, but can log in to view data

Vacation Period

The dates of official facility vacation periods which are seven or more consecutive days. Used when certifying non-
standard enrollment periods for all benefits

Online Credits

Web-based learning using one or more technologies to deliver instruction to students

Preset Enrollments

Term dates on approved facility calendar that can be prepopulated.
1 NCD and IHL facilities can use Preset Enroliments.

OJT, Apprenticeships, and Flight facilities cannot use Preset enrollments.

Student, Trainee

Individual using their VA education benefits to pursue educational programs, training, certifications, etc.

0 EDUCATION SERVICE
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Facility, Institution

Includes all institutions of higher learning as well as nontraditional courses/programs where education or training is
pursued

Program

Student6s chosen path of study that is pursued at a

In progress

Enrollment/Amendment/Certification in in draft state

Pending School Certifying
Officials Review

Draft must be verified and submitted by School Certifying Officials

Submitted

Enrollment/Amendment/Certification was sent for processing

Under Review

Enrolliment/Amendment/Certification was oof-ramped for manual review

Processed

Enroliment/Amendment/Certification has been adjudicated

0 EDUCATION SERVICE
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2. ACCESSING ENROLLMENT MANAGER AND APPROVING ADDITIONAL USERS

AUTHENTICATION VIA THE EDUCATION PLATFORM

Authenticating via the Education Platform with a New ID.me or Login.gov Account

1. Navigate to the VA Education Platform sign-inpageand s &8Ge@¢t 0

Sign in to the VA Education Platform

Sign in with an existing account ] What is the VA Education Platform?

Having trouble signing i
submita request to

Terms and use

Q EDUCATION SERVICE
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2. Make sure you have your Soci al Secur ity Nphoneeremail ddréesyhandps Li cense or Pass|

Note: You only need to provide these documents once for initial identity verification. It is important to verify your identity to help keep your information safe to
prevent fraud and identity theft.

3. Sel ect si glb.meon dtogn@gowy Mdased on where you created your account

Note: Subsequent screens demonstrate logging in with ID.me, Login.gov will follow similar steps

U.S. Department
of Veterans Affairs

This is a test system.

Please DO NOT submit requests for VA benefits or healthcare on this site.
If you want to apply for VA benefits or healthcare via AccessVA please go to: htiy th

AccessVA Home | About AccessVA | Contact Us

VA | Digital GI Bill

Choose a secure VA Partner to sign into Digital Gl Bill uat001 (DGI):
Don't have one? Register for a Sign-In Partner or Learn More

Sign in with Sign in with
s U LOGIN.GOV 8

1D.me ID.me LOGIN.GOV

VA HOME PRIVACY FOIA

U.S. Departmant of Veterans Aftairs | 810 Vermont Avenue, NW Washington DC 20420

10
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4. S e | eCecente @ ID.me accountoand follow the prompts to enter an email address and create a password.

Signin to ID.me

New to ID.me?

Emoil

Password

11
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5. Check your email and confirmy our emai | addr eCGosfirbyuremale kli ingk thenti by | D. me to the email
can set up multi-factor authentication.

ID.me Friday

A4

Welcome to ID.me

ID.me

2

Welcome!

Thanks for creating an ID.me account!

ID.me simplifies how you verify and share
your identity online, while helping keep your
information safe.

You can confirm your email address by
clicking the link below.

Confirm your email

Please note: This link will expire in 15 minutes.

o EDUCATION SERVICE
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6. Choose your authentication method (text or phone call) and you will receive a 6-digit code.
US Department
'Dm + VA @ of Vet r.m'~ l\!!m\

COMPLETE YOUR SIGN IN

o

Receive a code by phone

K, e
Toxtme A Callme

CLEVE D e at ¢l

{ @ (wos) eerv2an

i you've changed phone numbers or carniers from
when you previously set up multi-factor

authentication, please update your settings hers
Continue
13

o EDUCATION SERVICE
=§“= Gl BILL PROGRAMS




VBA Education Service

7. Inputthe6-di git code€ondnmued .cl i ck @

COMPLETE YOUR SIGN IN

Enter the code we sent Lo (**%) ***.%285

Enter the 6~digit codo *

185635
k

Didn't receive 17 Resend my verification code

If you've changed phone numbers or carriers from
when you previously set up multi-factor
authentication, please ypdate your settings here

14
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8. Follow the prompts to verify your identity. This process mighttake5-1 0 mi nutes to compl ete. You will need to u
ID, or passport to verify your identity.

Note: Should you encounter problems with verifying your identity, please access the ID.me Help Center.

US. Department
ID me + VA @ of Veterans Affairs

VERIFY YOUR IDENTITY

we'll need permission to use details from your

credit ¢ and other | SOUTCRS 10 v

your identity. This will not affect your credit score

Choose a verification method

Answer questions about your credit
( history

Tell us your

oad photos of your driver’s licer

D, and enter you

=  Upload a photo of your passport
@ Upload a photo 3 nter

your Soclal Security

@=| Unload photos of your passport card

Ldon't live in the United States

15
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9. Once you have successfully verified your identity, you will be automatically redirected to the VA Education Platform Portal landing page.

VA | VA Education Platform Landing Page 2 ScoTester v

Select a VA Education application

aftal /.

Enrollment Manager Workload M%@'

The Enroliment Manager is used by Workload Manager Descripfion Institution Manager Desg
ELRs and SCOs to manage claimant

enroliments.

or Request access
or legacy VA-ONCE users
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Authenticating via the Education Platform with an Existing ID.me or Login.gov Account

1. Navigate to the VA Education Platform sign-inpageand s &8Gect 1
VA | (§) Slmmoment

b= )

Sign in to the VA Education Platform

Sign in with an existing account What is the VA Education Platform?

Depending o slatform te
« Add/remo
. Cr grams

Don't have those accounts?
© Create an Account with 1ID.me
What is SSOl and 1D.me?

Having trouble signing in?

submit a request 1o get help signing into ID.me

Terms and use

17
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2. Sel ect si glb.meon dogn@gowy MMased on where you created your account

Note: Subsequent screens demonstrate logging in with ID.me, Login.gov will follow similar steps

U.S. Department
of Veterans Affairs

This is a test system.

Please DO NOT submit requests for VA benefits or healthcare on this site.
If you want to apply for VA benefits or healthcare via AccessVA please go to: http t

AccessVA Home | About AccessVA | Contact Us

Sign in with Sign in with
ID.me BLOGIN.GOV LOGIN.GOV

VAHOME | PRIVACY | FOIA

U.S. Departmaent of Veterans Afsirs | 810 Vermont Avenue, NW Washingten DC 20420

18
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3. Inputyour emailand passwordand sel ect the fAiSign ind button

Signin to ID.me

New to ID.me?

Emoil

Password

19
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4. Choose your authentication method (text or phone call) and you will receive a 6-digit code.
US Department
'Dm + VA @ of Vet r.m'~ l\!!m\

COMPLETE YOUR SIGN IN

o

Receive a code by phone

K, e
Toxtme A Callme

CLEVE D e at ¢l

{ @ (wos) eerv2an

i you've changed phone numbers or carniers from
when you previously set up multi-factor

authentication, please update your settings hers
Continue
20
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5. Inputthe6-di git code€ondmued .cl i ck i

COMPLETE YOUR SIGN IN

Enter the code we sent Lo (**%) ***.%285

Enter the 6~digit codo *

185635
k

Didn't receive 17 Resend my verification code

If you've changed phone numbers or carriers from
when you previously set up multi-factor
authentication, please ypdate your settings here

21
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6. If you have not done so previously, follow prompts to verify identity.

Note: Should you encounter problems with verifying your identity, please access the |D.me Help Center.

IDme + VA @ ofVetemans Affairs

VERIFY YOUR IDENTITY

Answer questions about your credit
( history

5, phone number

ty number so we

Upload photos of your license or state ID

1d photos of your driver’s license or

1D, and enter your Soclal Security

= ypload a photo of your passport
Upload a phot f ssport and enter
= your Soclal Security number
@=|] Unload photos of your passport card

d pt your passport card and

Ldon't live in the United States

22
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7. Once you have been authenticated, you will be redirected to the VA Education Platform Portal where you will be able to request access to Enrollment

Manager.
VA | VA Education Platform Portal 2 EM_SC002 v
SCO Access Manager
Select a VA Education application
Enrollment Manager Workload Ma Benefits Man
The Enrollment Manager is used by ELRs Workload Manager Desm 10 Institution Manager Descriplign
and SCOs to manage claimant enrollments. QO
Please note:

1 EnrollmentManager6 s sy st em i s landdowan enhaneed user sxpdriance, excluding Internet Explorer.
Access to Workload Manager and Benefits Manager is solely for internal users with PIV credentials.

Foreign School Certifying Officials experiencing trouble with ID.me, please work directly with ID.me to resolve issues.
Foreign School Certifying Officials experiencing issues with subsequent authentication through ID.me, please contact ID.me support.

= =4 =4

23
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REQUESTING FIRST-TIME ACCESS

1 Option 1: If you are an existing VA-ONCE user, you will be prompted to utilize your legacy VA-ONCE credentials to either:
0 Bypass the ELR review process (if you are School Certifying Official) or
0 Bypass the School Certifying Official review process (if you are an Assistant or School Certifying Official Read Only).

If you have a legacy VA-ONCE account, you will be able to access Enrollment Manager by utilizing your VA-ONCE credentials. Utilizing VA-ONCE credentials to
log in is a one-time process used for the first time you log in only. With this process you will automatically be given the same access associated with your VA-
ONCE account.

Note: The first and last name that are registered to your credentials in VA-ONCE must match the first and last name used for your ID.me/Login.gov account. If they
do not, you will receive the below error message when attempting to log in with your legacy credentials. If this occurs, please proceed to the next section.

Self-Authorization

o EDUCATION SERVICE
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1 Option 2: If you do not have existing VA-ONCE credentials, you are required to either:
0 Request access through your Education Liaison Representative (if you are a School Certifying Official)

0 Request access through your School Certifying Official (if you are an Assistant or School Certifying Official Read Only)

25
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School Certifying Officials

Request Access Through Legacy VA-ONCE Credentials (Bypass the ELR Review Process)

Utilizing VA-ONCE credentials is a one-time process and you will be given the same access associated with your VA-ONCE account.
Note: Utilizing VA-ONCE credentials is a one-time process and you will be given the same access associated with your VA-ONCE account.

Follow the below steps to learn how to utilize your VA-ONCE credentials to access Enrollment Manager.

1. Click on the filegacy VA-ONCE userso link and input your legacy VA-ONCE user name, user password, and associated State. T h e n

Request access to Enrollment Manager

To request access, please provide your VA-ONCE credentials.

User name (*Required)

‘ john

User password (*Required)

State (*Required)

Nebraska

I

26

0 EDUCATION SERVICE
=a.‘= Gl BILL PROGRAMS

cl Okok buh ¢ ofi.



<
i
z
®
®

VBA Education Service

Once you submit the required information, you will receive a message noting fiAccess to Enroliment Manager has been grantedo. S e | eCtosed fi t o

2.
message.
E Access requested
Access to Enrollment Manager has been granted.
3. A message wil/l appear noting that access has been requested and an email w
Once the ELR verifies your information is accurate and all requirements have been met, you will be granted access to Enrollment Manager.
Note: You will receive an email upon submitting your request, as well as receive an email upon approval/denial.

27
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School Certifying Officials

Request Access through the ELR (No existing VA-ONCE credentials)
Once you are on the VA Education Platform Portal, follow these steps to request access to Enrollment Manager through your ELR:

1. Select ARequest accesso under the Enrollment Manger tab.

a Al

Enrollment Manager

Enrollment Manager Description

S S A YU EES
wrollment Manager

1y )
m’*‘-’&";"-?f"-‘-‘? B SR ‘

= .

or legacy VA-ONCE users

28
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2. On the following screen, verify your pre-populated information (fi st nameq fi &st nameg is accurate and input your desired email and corresponding state.

Note: To assist an ELR in identifying you, it is recommended to use the facility email address on this page.

To request access, pelase provide your contact information below.

Request access to Enrollment Manager

First name (*Required)

sco ‘

Last name (*Required)

tester ‘

Email (*Required)

sco@test.com

29
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\

3. Select f5chool Certifying Officialo f off Rd lhee. 0

Request access to Enrollment Manager
To request access, pelase provide your contact information below.

First name (*Required)

sCo

Last name (*Required)

tester

Email (*Required)

sco@test.com

Role (*Required)

v Select a role
School Certifying ial

School Certifying Official Assistant
School Certifying Official Read Only

30
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4. Next, you will selectthe i St aih whéh your institution is based so that requests for access can be directed to the correct ELR.
Please note:

1  While you may report to more than one state or jurisdiction, input the most relevant state to gain access before working with your ELR to gain approval for
outlying states.
1 Foreign School Certifying Officials will have the ability to select a listed country, territory, or indicate they are at a foreign facility.

31
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